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Willi Policy snapshot 



The following criteria are used to determine whether a bonus is awarded: 

• employee's individual performance against established goals 

• the performance of the company as a whole 

• relative performance contribution to the business (contribution level compared with 
peers and associates) 

• the amount of bonus budget available to the department 

Budget 

• The salary committee determines the bonus budget. 

• The bonus budget this year is 5% of base compensation. 

• Senior management communicates the bonus budget to managers. 

• Bonus recommendations should not exceed the budget for the department. 



HUM Manager's role 



□ 



is your responsibility to: 

• determine whether employees should receive a bonus award 

• evaluate each employee fairly, based on clear, written objectives 

• use the evaluation as a basis for bonus recommendations 

. recommend bonus awards to Human Resources in a timely manner 
. communicate the approved bonus award to each employee 
Guidelines 

• Keep bonus award recommendations within the budget for the department. 

• Document performance successes and failures that may affect an employee's bonus. 

• Provide performance feedback and explain the link between performance and bonus 
amounts. 

• Ensure that your top performers are being rewarded appropriately. 
Resources 

• Compensation Philosophy Manual 

• bonus policy _ , . 



j Legal considerations - 



Clear and accurate communication of employee salary-related information, including increa 
and other rewards, must be conducted in a non-discriminatory manner. All compensation 
information must be treated as highly confidential 



□ I have read this page and understand the content 
["Acknowledge") 



~24 



FIG. 2 



Page 3 of 12 - REPLACEMENT DRAWINGS 
PROVIDING PROGRAM AND POLICY INFORMATION TO MANAGERS 
Applicants: Timothy Farlow et al. 
Serial No. 10/815,021; Attorney Docket No. 12579-0006001 



ffl Universal Dynamics 



My Site Site Settings Help 



Manager Advisor Plan Deploy Manage Evaluate [Reward | Authoring Publishing Administration Reporting 



Understanding the compensation program 1^*1 Allsources 



□S 



Shelley Moore - Product Manager 



Manager Advisor 

Plan 

Deploy 

Manage 

Evaluate 

Reward 

Authoring 

Publishing 

Administrati... 

Reporting 
Actions 



Add Listing 

□ Create Subarea 

□ Upload Document 
Change Settings 
Manage Users 

□ Manage Content 
Manage Portal Sit 




36- 



[Highlights]} Actions ]f Tips ] 



48 



32 




30 




lllllll Managers role 




lllllll Legal considerations 




Page 4 of 12 - REPLACEMENT DRAWINGS 
PROVIDING PROGRAM AND POLICY INFORMATION TO MANAGERS 
Applicants: Timothy Farlow et al. 
Serial No. 10/815,021; Attorney Docket No. 12579-0006001 



g| Universal Dynamics 



My Site Site Settings Help 



r Plan Deploy Manage Evaluate |Reward| Authoring Publishing Administration Reporting autho^" 



Awarding a bonus - Actions 



Shelley Moore - Product Manager 



Manager Advisoi 

• Plan 

• Deploy 

• Manage 

• Evaluate 

• Reward 

• Authoring 

• Publishing 

• Administrati... 

• Reporting 

Actions 



[ Highlights] f Actions ][ Tips ) 



» Preparation 
HUM Milestones 



le below, you will find a listing of critical milestones to meet as you award a bonus: 



0 Add Listing 
0 Create Subarea 
H Upload Document 

Change Settings 
H Manage Users 

jnage Content 
□ Manage Portal Site 
B Edit Page 



Milestones 


Key dates 


Human Resources conducts a bonus kick-off meeting. 


November 3 and June 4 


Distribute Self-assessment Form to all employees. 


November 15 and June 15 


Collect Self-assessment Forms. 


November 20 and June 20 


Complete a Goals Results Form for each employee. 


November 20-25 and June 20-25 


Submit initial bonus award recommendations to your department 
head and Human Resources for approval. 


November 27 and June 28 


Schedule a meeting with each employee to review performance 
and obtain a signed Goals Results Form. 


December 1 and July 1 


Communicate approved bonus awards to each employee. 


December 15 and July 15 


Bonuses are payable. 


December 20 and July 20 



il Tasks 



When you award employees a bonus, you must: 

• distribute to and collect from each employee a Self-assessment Form 

• review employee performance as measured against goals 

• complete a Goal Results Form for each employee 

• submit initial recommendations to your department head and Human Resources to obtain 
approval for any proposed bonus awards 

• schedule a meeting with each employee to review results 

• provide Human Resources with the final Goal Results Form, signed by you and the employee 

• communicate the approved bonus award to each employee 
Determining the appropriate bonus amount 

To determine the appropriate bonus amount for each employee, you should: 

• measure the employee's progress against goals 

• provide a per , 30a umpiished' 

• calculate the total individual objective as a percentage 

• compare the total individual objective percentage against the employee's b 
Providing above average bonuses to top performers 

If you feel that certain employees performed significantly better than others and deserve additional re 



consider increasing th 



io this, you m 



range for an employee 



to award them a bonus. 



in appropriate and effective motivational to 
If you do not award a bonus to an employee, be sure to: 

. document the reasons why the employee should not receive a bonus 

(e.g., the employee is rated 2.5 or below) 
. clearly explain what the employee needs to do going forward to improve performance 
• enter zero dollars as a recommended bonus amount 
To make bonus recommendations, use the Compensation management system. 



Hill /--"reparation 

to assist you in preparing for awarding a bonus, yi 

• total compensation for each employee 

• job grades and bonus opportunities 



i may want to review: 
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Substitution variables o 

A substitution variable can be used to substitute a value for another value in content that appears on pages. When 
configuring content, you can use brackets to delineate a variable whose value should be determined using this form. For 
example; if {employee} is used in content, the system will look for a variable ID named "employee" (case sensitive), and 
the term in the "Value" column. 
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